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SECTION 1 - REQUIRED DOCUMENTATION

The following basic documentation must be available at thelocd or intermediate school didtrict in
order to document and support the memberships counted. It is each didtrict's responsibility to
document the accuracy of memberships counted for state aid. This section indicates the basic
information that is required to be part of the content of certain documents but does not prescribe
the format to be used.

A. District L evel Requirements

1.

2.

Didrict or Building/Program Calendar - The caendar provides information to verify
the number of days the didtrict or a given building or program is scheduled. The didtrict
may operate usng ether a digrict wide caendar or building/program cdendars for
individua or clugters of buildings or programs. When a digtrict wide cadendar is used, all
buildings and programswill haveuniversa daysof ingruction (operation) withinthedigtrict,
induding beginning and ending dates for the school year and vacation dates, however, the
individud building or program hours of ingruction could vary on the universa days of
indruction. Alterationsto the official, adopted calendar (such as canceled or changed day's
of ingtruction) must be provided to the pupil accounting auditor. For moreinformation, see
Section 2 - Pupil Days and Hours of Ingtruction.

Attendance Palicy - The school district's board of education should adopt attendance
palicies, including establishment of the criteriafor alowing or denying excused absences.
The school administration should develop attendance procedures which will provide
directionfor building administratorsand ingructiond staff and criteriato determinewhether
the didrict isin compliance with its policies and procedures. (See B(4) Building/Program
Requirements - Attendance Records.)

Graduation Requirements - The school didtrict's board of education policy on
graduation requirements is needed to determine the required courses that each pupil must
complete and the total number of credits required for graduation. Every pupil is required
to successfully complete a course in Government/Civics for graduation. This is the only
dtate course requirement for graduation.

List of Approved Classes- Courses which can be counted for credit in determining the
membership count for state aid should be included on an approved list adopted by the
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school digtrict board of education. The information is needed for the auditor to determine
that the pupils classes are digible for sate aid.

5. Records Retention - Every school digtrict should have a records retention schedule to
ensure that the records related to and supporting membership counts are maintained for
aminimum of three years plus the current school year. Refer to the Michigan Department
of Education's Bulletin No. 522, Schedule for the Retention and Disposal of Public School
Records, revised March 1997.

B. Building/Program L evel Requirements

1. Building/Program Schedules - The didrict shdl maintain a teacher class (master)
schedule for each building that shdl include the:
U Teachers names
U Room locations
U Course names and numbers
U Scheduled days and times of classes

2. Building/Program Alpha List - An aphabetica list of memberships (by building), by
grade levd) is the basic document which the auditor will use to determine which pupils
were counted for membership in theSingle Record Student Database (SRSD). Only pupils
eligible for membership are to be reported on the building/program dphalis.

The building/grade dphalis MUST provide the following information for each pupil as of
the count day:

Pupil'slegd name

Street address, city, state and zip code

Pupil identification number

Date of birth

Residency status (resident or nonresident)

Name and school code of resident district for nonresident pupils

Name and school code of educating digtrict for resident pupils educated for some or
al of the day in adidtrict other than the didirict of resdence

Pupil grade leve or program classification

Tota FTE for each pupil including the breskdown between general and special
education, if gpplicable. FTE may berounded to the nearest tenth or hundredth, at the
digtrict's discretion, provided there is consstency throughout the digtrict.

ccccccc

CcCC
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3. Non-Traditional (Non-Conventional) Pupils - Every building/program must identify
each pupil who participatesin anon-traditiona program. These programsinclude, but are
not limited to:

Alternative Education

Cooperative Education

Home Based

Homebound/Hospitalized

Nonpublic Part-Time

Parent-Paid Tuition

Pat Time

Pogt-Secondary (Dud) Enrollment

Reduced Schedule

Schools of Choice (Section 105 and 105c¢)

Specid Education Trangtion Services

Split Schedule

Suspended and Expelled

Virtud Indruction

Work-Site Based

ccCcccccccccccccc

How these pupils areidentified (either on separate lists or on the building apharosers) is
adecision that should be made between theloca school digtrict and itsintermediate school
digtrict. Each of these programsis explained in detail in Section 5 of thismanua. The pupil
must be placed or enrolled in the non-conventiona program on or before the count day
and documentation in place by the end of the count period.

4. Attendance Records - Attendancerecordsare necessary to determineand vaidate pupil
digihbility during the membership count period. The teacher's origind attendance record
which has been reviewed and signed by theteacher isthe officid record. Didtricts may use
a computer-generated list or report which is signed in ink by the teacher to certify the
accuracy of the attendance.

Thefollowing practices are strongly recommended for maintaining attendance records:

a Teachers, induding subdtitutes, should maintain attendance records. The records
should be legible, accurate, and religble.

Revised 08/02 1-3



Michigan Department of Education
Pupil Accounting Manud

b. The digrict should develop, implement, and enforce a digtrict wide standard
attendance system. The system should use aminimum of |etters or symbols.

Cc. Subditute teachers should be informed of the ingtructionsin #2 above and should be
ingtructed to follow them.

d. Thefird date of attendance for each pupil should be clearly indicated in the teachers
origina attendance records.

e. Drop and transfer dates should be clearly indicated in the teachers attendance
records.

f. Inorigina attendance records, teachers must not obliterate the names of pupils who
areno longer in their classes.

g All teachers attendance records must be collected at the end of the school year.
Attendance records remain the property of the school district and must be retained for
three years plus the current school year.

h. “Dropped” pupils should continue to be marked as “absent” until the individud is
offiadly dropped by the attendance office, epecialy when using computer attendance

dips.

i.  Attendance markings should be easily readable. If possble, they should be entered on
aseparate line or on a separate page so that they will be digtinguishable from grades,
scores, and other markings.

j. Pupils on suspension, whether in-house or off-campus, should be marked absent in
thar regular classes and include a digtrict-desgnated notation such as “1S’ for “in-
housg’ suspensonsor “S’ for off-campus suspension. The attendance office should
have alist of those pupilsassgned to an in-house suspension room, and the certificated
teacher responsible for the “in-house” suspension room should record actua daily
attendance.

k. The Depatment strongly recommends that digtricts adopt a postive atendance
procedure throughout the entire school year for classes that do not meet on a daily
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C.

bas's (such aspre-primary impaired specid education programs). Teacher attendance

records (the source document) may be one of the following:

i. A teacher atendance book

ii. A pupil 9gr-in (time) and Sgn-out (time) daily record

iii. An automated “mark-sense” data collection form

iv. A daly teecher attendance dip

v. Any teacher source document that will definitdy and clearly subgtantiate
attendance, on a specific date and at a specific time, if gpplicable

The source document, regardiess of format, must be sgned by the teacher. It must
include the name of the class, time period, and dates. Further, if an automated data
collectionformisused, it must be totaed and signed inink by theteacher (on aweekly
bads a aminimum).

5. Excused Absence Documentation - The documentation for count day absences should

indicate;

cccccccc

Printed name of the pupil

Class name (and number, if appropriate)

Absence date(s)

Date(s) the excuse was recorded

Reason for the absence

Building and grade leve or program classification

Signature of the gpproving adminigrator and/or designated staff
Name and relationship of person making contact

This documentation can be maintained for each individua pupil (preferred) and/or by
maintaining alist of absent pupils for each scheduled and provided school calendar date.
Inaddition, the intermediate school district may require aseparate li indicating the pupils
absent on the count day if the locd didrict did not identify those pupils on the building
dpharosters. NOTE: In the absence of a documented, excused absence record, it is
assumed that the pupil was not excused. (For more attendance information - see Section
3 - Pupil Membership Count Requirements.)

I ndividual Pupil L evel Reguir ements

1. Enrdlment Records - The enrollment record should indicate:

U

Pupil's name, address, and birth date
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Pupil's identification number

School digtrict of resdence

Current grade level

School of lagt enrollment (including a copy of school record)

Enrollment in another didtrict

Parent's'guardian’s name and address (if the pupil isless than 18 years of age)
Pupil's sgnature (if the pupil is 18 years of age or older)

Date of enrollment

Immunization Records

Proof of identity (when firgt enrolling)

ccCcccccccc

All items on the regidration form should be either completed with the proper information
or marked as“N/A” when theitem is not gpplicable.

Michigan Missing Children's Act, MCL 380.1135 of the Revised School Code, requires
that a person enrolling a pupil in school provide the local or intermediate school digtrict
with a certified copy of the pupil's birth certificate or other reliable proof of the pupil's
identity. The pertinent part of the law states the following:

(1) Upon enrollment of a student for thefirst timeinalocal or intermediate school
district, the district/ISD shall notify in writing the person enrolling the student
that within 30 days he or she shall provide to the local or intermediate school
district either of the following:

(a) A certified copy of the student's birth certificate.

(b) Other reliable proof, as determined by the school district, of the student's
identity and age, and an affidavit explaining theinability to produce a copy
of the birth certificate.

(2) If a person enrolling a student fails to comply with subsection (1), the local or
intermediate school district shall notify the person enrolling the student in
writing that, unless he or she complies within 30 days after the notification, the
case shall bereferred to the local law enforcement agency for investigation.
If the person enrolling the student failsto comply within that 30-day period, the
local or intermediate school district shall notify the local law enforcement
agency.
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(3) Thelocal or intermediate school districtshall immediately report tothelocal law
enforcement agency any affidavit received pursuant to this section that appears
inaccurate or suspiciousin formor content.

The schoal digtrict hasthe authority to determine thetype of “other reliable proof” that the
digtrict will accept to prove a pupil's identity or age when a copy of the pupil's birth
certificate is not available. Examples of “other reliable proof” that may be accepted are:
baptismd certificate indicating date and place of birth; court records; county, military, or
immigration records; doctor or hospital records with sworn statements; certain family
records; lifeinsurance policy; or, aswvorn statement from aparent or guardian which must
be notarized.

2. ClassSchedules- Theindividua pupil's class schedulein effect on the count day is used
to determine the FTE membership count. The schedule should indicate:

Pupil's name

Pupil's identification number

Course names and numbers

Instructors names

Scheduled days and times of the classes

ccccc

D. Requlatory References

Revised School Code Sections: State School Aid Act Sections:
380.1134-1137 388.1603(6)

380.1146-1148 388.1606(4) and 1606(6)
380.1166

380.1277-1284
380.1309-1311a
380.1401-1416
380.1561-1599
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